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Tip 1:  Change Case
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Tip 2
Shortcut Icons to Quick Access Toolbar
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“Custom
” Options



Tip 3
Adding Quick Horizontal Lines
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3 dashes/Enter  ---

3 underscores/Enter  ___

3 number signs/Enter  ###

3 asterisks/Enter  ***

3 equal signs/Enter  ===

3 tildes/Enter  ~~~



Tip 4
Headings and Titles (Styles)
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“Does Technology Rule” 
short story



Tip 5
Watermarks
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Default Watermarks Custom Watermarks
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